
1.1.1  PAI Main Page 

The PAI main page displays all the information needed to manage and complete the 
Personnel Asset Inventory for each UIC.  The areas include:  Procedures, UIC Listing 
and Reports, Updating Muster Dates, Uploading AAA-162, etc.  All areas are accessible 
by AKO authentication and do not required registration to the website.  The UIC input 
pages are accessible by registration only.  Support for the PAI is through the SRDC 
Helpdesk. 
 



1.1.2  Muster Date Main Menu 
 
Once a user has been granted access, the user will be able to log in and see the screen 
below.  This screen shows all the UICs that are in “pending” status or those without a 
muster completion date.  The user can sort by the column headers.  You can also isolate 
the display to a certain search criteria.  Click “Show all” to remove the search filter. 
 

 
 

 
 
Clicking the UIC will allow the user to enter a Muster Date for that particular UIC and 
take him or her to the below screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 



At the Add Muster Date screen, click the Add button. 
You may hand type or click the calendar icon to select a date the muster was conducted.   
 
NOTE:   

• The Muster Date is the date a unit held the PAI formation.   
• The Completion Date is automatically set to the date that the Muster Date is 

entered into the web-site. 
 
Therefore, a user should not be entering muster dates until they have verified the 
information, the AAA-162, and feels that unit has completed ALL Army-Wide PAI 
requirements. 
 
 

 
 
After typing or selecting the muster date, click “Update” and the completion date will be 
entered along with the AKO of the user entering the information. 
 
You will see the “Update Record Successful” notice and the new data on the screen. 
The UIC will also be tagged as complete and removed from the Pending UIC work list. 
 
 

 



1.1.3    Muster Date Multiple Selection 
 
You can also add muster dates for more than one UIC at a time.  Click the “Select” box 
for all the UICs that held a Muster formation on the same day and have been verified 
completed on the same day.  You can also select ALL the UICs by clicking the select all 
box. 
 
Once the UICs have been selected, click the Add Date button to enter the UIC Add 
Muster Date screen. 
 

 
 
The screen is almost the same as the individual UIC Add Muster Date, but simply shows 
all the UICs you selected.  The procedure is the same as before. 
 

 



Clicking Update will display the remark, “Selections Updated” and automatically return 
you to the Pending UIC list.  The same actions of a Completion Date, AKO ID, and 
Completed “tag” entry are made for all the UICs. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1.1.4 Muster Date Removal (Reset) 
 
In the event a user feels they need to redo the UIC Muster Dates, they have the ability to 
remove the “Completed” tag and put the UIC back on the Pending page. 
 
Simply click the Select box for all the UICs you want to remove the Muster Dates and 
click the Reset UIC button. 
 

 
 
You will see the notice; “Selections Reset” and the Muster Date and Completion Date 
will be removed.  The AKO of the user who reset the UIC will be annotated and the UIC 
will move to the Pending UIC list. 
 

 



1.1.5 Muster Reports 
 
If you wish to run a report containing an uninterrupted list of all your pending and 
completed UICs, simply choose the desired PAI UIC Muster Listing Report page or  
isolate the display to a certain search criteria by plugging it in the box next to the Search 
button (i.e., your UIC, PPA). The list can be populated in either MS Excel or MS Word.   
 
NOTE:  For large lists of UICs, the report may take several minutes to generate.  
Please be patient! 
 
 

 
 
The magnifying glass icon is used for a more specific search.  After clicking on the icon, 
the advance search page will appear and then enter the hierarchy (s) to search on.  Then 
click on the “Search” button at the bottom of the page to execute the search.  The UIC 
List will re-appear with the results of the search criteria. 
 

 
 



1.1.5a ACOM PERCENTAGE REPORT 
 
The below chart depicts the percentage completed by each ACOM.  This chart should 
show 100% completion by end-month May for all ACOMs. 
 
 

 
 
 
 

1.1.5b BCT PERCENTAGE REPORT 
 
The below chart depicts the percentage completed by each BCT.  This chart should show 
100% completion by end-month May for all BCTs. 
 

 



1.1.5c PPA PERCENTAGE REPORT 
 
The below graph depicts the percentage completed by each PPA.  This chart should show 
100% completion by end-month May for all PPAs. 
 
 

 
 
To view this chart of raw data, click on the spreadsheet button.  Clicking on the 
spreadsheet button on this chart will return to the graph. 
 

 



1.1.5d DTAS UIC LISTING / PERCENTAGE REPORT 
 
The list below is similar to the PAI UIC Listing except it only displays UICs which have 
Soldiers assigned / attached in eMILPO and in DTAS. 
 
 

 
 
The below chart depicts the percentage completed by units in DTAS.  All areas on this 
chart should show 100% completion by end-month May for Theater units.  The total 
number of UICs in this report can be in multiple areas. 
 

 
 
 
 



 
 
 
 

1.1.6 REPORT UPLOAD PAGE 
 
The page below is used for uploading a AAA-162/PAI UIC List to the web-site for 
geographically displaced units.  The parent unit will then download the file to reconcile 
and validate the UIC.  The file must be less than 3MB and only one UIC per file. 
 

 
 
The file can be stored anywhere on the users PC.  Click on “ADD” to add a UIC from the 
users PC.  Only the user who uploaded the file can edit/delete the uploaded file. 
 
 

 


	1.1.1  PAI Main Page
	The PAI main page displays all the information needed to manage and complete the Personnel Asset Inventory for each UIC.  The areas include:  Procedures, UIC Listing and Reports, Updating Muster Dates, Uploading AAA-162, etc.  All areas are accessible by AKO authentication and do not required registration to the website.  The UIC input pages are accessible by registration only.  Support for the PAI is through the SRDC Helpdesk.
	  1.1.2  Muster Date Main Menu
	1.1.3    Muster Date Multiple Selection
	1.1.4 Muster Date Removal (Reset)
	1.1.5 Muster Reports
	1.1.5a ACOM PERCENTAGE REPORT
	1.1.5b BCT PERCENTAGE REPORT
	1.1.5c PPA PERCENTAGE REPORT
	1.1.5d DTAS UIC LISTING / PERCENTAGE REPORT
	1.1.6 REPORT UPLOAD PAGE

